
PAGE 
1 

Georgia Bui lding Authori ty  
Room 700, 47 T r i n i t y  Ave. SW 
Atlanta, Georgia 30303 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. G;l NO FURTHER ACCUMULATION ANTICIPATED 

Dates of  S e r i e s  
1962 - ~~ d a t e  

What i s  t h e  func t ion  of  t h e  o f f i c e  i n  which t h i s  record  series is  c rea t ed?  

To adminis te r ,  ope ra t e  and maintain a l l  State-owned bu i ld ings  i n  t h e  Cap i t a l  Area includ-  
i n g  t h e  superv is ion  of c leaning  s e r v i c e s ,  r e g u l a t i o n  of e n t r y  i n t o  bu i ld ings ,  t h e  pro- 
v i s i o n  of phys ica l  s e c u r i t y  f o r  t h e  bu i ld ings ,  the ,adminis t ra t ion  of State-owned parking 
areas and t h e  S t a t e  c a f e t e r i a .  

-- _. _-__- - - 
1. This f i l e  conta ins  t h e  following documents ( inc lude  form numbers and t i t l e s ,  if a W ,  

and f i l e  arrangement).  

See a t t ached  L i s t  

NOTE: 
as w e l l  a s  f i l e s  covered by conmon s tandards  f o r  f i s c a l ,  housekeeping and r e fe rence  
paper f i l e s .  

Figures  in i t e m  12 inc lude  a 4 year  accumulation of f i l e s  on a t t ached  l i s t  

ATTACH SAMPLES OF THE FILE 

. ""UIL  I.TL 0. ACC"""LLt ,O"  
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~. Desc r ip t ion  I ) i spos i t i on  ~ xi,. 

i L / J ~  owned park ing  f a c i l i t i e s  some areas are . each  f iscal  Year. then:  ho ld  i n  

I -- 
DAILY PARKING TICKETS FILES - I n  S ta t e -  -Cut-off t h e  f i l e  a t  t h e  end of 

i ! ' ' set a s i d e  f o r ' v i s i t o r s  who pay an  hour ly  t h e  c u r r e n t  f i l e s  area 90 days,  
r a t e  f o r  park ing .  The f i l e  c o n s i s t s  of then;  t r a n s f e r  t o  S t a t e  Records 
documents record ing  park ing  hours  and f e e s  Center  and hold  1 yea r ,  then;  

Cut-off t h e  f i l e  semi-annually 
on 31 December and 30 June,  
t hen ;  ho ld  i n  t h e  c u r r e n t  f i l es  
area 6 months, then;  des t roy .  

~ paid .  The f i l e  i s  ar ranged  chronologica l ly .  des t roy .  

AFTER-liOURS VISITORS LOG FILES - Documents 
r e l a t i n g  t o  t h e  presence of i n d i v i d u a l s  i n  
State-owned b u i l d i n g s  dur ing  o t h e r  t han  nor- 
ma1 busi i less  hours .  Inc ludes  only  a form on 
which t h e  person r eco rds  h i s  name, o f f i c e  
area v i s i t e d ,  purpose and times of e n t r y  
and depar ture .  
b e t i c a l l y  by b u i l d i n g  and thereunder  by 
da te .  
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The f i l e  i s  ar ranged  alph-  
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